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Attached is the NWs gui dance on AWS. Pl ease ensure that the

use of this guidance also confornms with the requirenents of the
exi sting NW5S- NWGEO | abor agreenent in Articles 20 & 21.

At t achnent



NW5 ADM NI STRATI VE POLI CY GUI DANCE
SUBJECT: Alternate Wrk Schedul es

W MB3: 4/ 99

The follow ng are guidelines for inplenenting alternate work
schedules in NW5 el enments. These guidelines are in addition to
those found in the corresponding articles in the current
negoti ated | abor agreenent between the NWS and the Nati onal
Weat her Service Enpl oyees Organi zati on ( NWSEO).

There are 2 types of alternate work schedul es: flexible work
schedul es (known as flexitine) and conpressed work schedul es.

PART | - ELEXI Tl ME

a. Definition. Flexitime is a termdescribing several types of
wor k schedul es that are flexible in nature. Flexitinme conbines
desi gnated “core hours” of work (hours during which all enpl oyees
must be on duty) with a “flexible band” of work hours, involving
varyi ng degrees of enployee choice with regard to wor kday
starting and stopping tines.

b. Eligibility.

1. NWS Headquarters (NWSH)/D.C. Metro Area. Unless a
position requires a specific fixed work schedule, all
enpl oyees of NWSH (bargai ning unit enpl oyees, supervisors,
managers, team | eaders, and SES) who do not work a rotating
shift work schedule are eligible to work a flexitine
schedul e. The schedul es of enpl oyees working rotating shifts
are fixed and are not covered by Part |, dedicated to NWS

flexitime guidance.

2. NWS Reqgions, NCEP. NWSTC & NDBC. Making the decision on
the application of flexitinme to a position or groups of
positions, or within an organizational work unit, is
acconplished on a case-by-case basis, based on the judgnent
and approval of the supervisor in partnership with the
appl i cabl e NWBEO representative. Flexitinme is encouraged for
non-rotating shift enployees. It my be determ ned by the
supervisor that it is not in the interest of the NWs to
allow flexitinme for sone positions.

c. NWE- NWBEO Labor Agreenent. See Article 21, Section 7.A. of

t he nati onwi de | abor agreenent (dated 1/11/95) for basic
procedures relating to flexitime work scheduling for non-rotating
shift enpl oyees.




d. Duration. All flexitime schedules in NWSH invol ve 5 wor kdays
per wor kweek, w th each workday of an 8% hour duration (including
a % hour unconpensated neal break).

e. Core Hours for Flexitinme. |In the Washington, DC area, NOAA
policy is that the core hours for flexitine are from9 a.m to
3:30 p.m The flexible bands are from7 a.m to 9 a.m, and from
3:30 p.om to 5:30 p.m Standard hours of business at NWSH are
from8 a.m to 4:30 ppm Field flexitine core hours are
established by the Regional Director, the NCEP Director, NAS
Training Center Director, and the National Data Buoy Center
Director, in partnership wth the applicabl e NASEO
representative.

f. Available Schedules. Only 2 types of NW5 flexitinme schedul es
are avail abl e:

1. Flexitour - Wth flexitour, enployees and/ or NWEO
representatives work with their supervisors to establish the
8% hour daily tour of duty, which may differ fromthe
standard hours of business. Once established, the 8% hour

fl exitour beconmes an enpl oyee’'s new tour of duty. In
assessing the hours of duty proposed for a flexitour
schedul e for an enpl oyee or groups of enpl oyees, supervisors
must consi der the typical business flow and the hours of
activities conducted in the work unit, as well as the need
for coverage beyond the standard busi ness hours (e.g., to
respond to matters of concern at hi gher headquarters

| evel s). Supervisors nay suggest alternative flexitour hours
of duty to enpl oyees through the applicable NWEO
representative.

Once a flexitour is jointly established, enployees will work
this tour of duty normally, and may “flex” their hours of
duty up to one Y hour fromthe established flexitour w thout
prior approval or consultation with their supervisor

Enpl oyees and/ or NWBEO representatives may jointly readjust
established flexitour schedules in consultation with their
supervi sors.

2. diding Schedules - Wth gliding schedul es, enpl oyees
determ ne the starting and ending tine to their 8% hour
daily tour of duty each day w thout prior approval or
consultation with the supervisor. Because of the

requi renments of many positions, NWS enpl oyees w shing to use
this option nust obtain the agreenment of their supervisor to
work a gliding flexitinme schedul e.




g. Overtinme. As with standard wor kweek schedul es, overtinme work
with flexitime schedules is any work that is required and
approved in advance by the supervisor that is in excess of the
schedul ed 8 hours of work per work day and/or 40 hours of work
schedul ed in the workweek. Adjustnments made in the tour of duty
for flexitime purposes nerely change the starting and endi ng
times of the daily tour of duty. Overtinme work is nore than

8 hours of work per workday and/or 40 hours of work per wor kweek
regardl ess of the tour of duty. Wth flexitinme, all aspects of
the Fair Labor Standards Act (FLSA) apply for those enpl oyees who
are covered (non-exenpt) by the FLSA. Overtine conpensati on may
be in the formof overtine pay or conpensatory tine.

h. Credit Hours. Credit hours are hours worked beyond the

8 hours of work per workday and/or 40 hours per workweek that are
determ ned by and worked at the election of the enployee. Credit
hours are not overtime hours because they are not required by the
agency and are worked by an enployee for the sol e purpose of

of fsetting an equal anount of time off in another workday. In
accordance with DOC regul ations, no nore than 24 credit hours can
be carried over per pay period. Because they are not overtine
hours, the only tine credit hours are conpensable is in the case
of an enpl oyee | eaving his/her enploynment with the NWS/ NOAA. As
with the use of | eave and conpensatory tine, the use of credit
hours is subject to the requirenments of the organizational unit.
In partnership with the applicable NASEO representative,

supervi sors may request the use of credit hours at a tinme other
than that requested by the enpl oyee.

PART I'l - COVPRESSED WORK SCHEDULES ( CW6)

a. Definition. OCWSs are work schedul es that conplete the work
requi renment for 80 hours of work per pay period in fewer than 10
wor kdays. CW5s are fixed work schedules with regard to the
starting and stopping tines for each workday and with regard to
the pattern and/or nunber of days/hours on or off within the

bi weekly pay period. CWSs cannot be m xed with flexitine
schedul es.

b. Avail able Conpressed Work Schedul es. There are 2 primry
nodel s of CWS avail able in the NW&:

1. 5-4-9 Schedule - Wthin a pay period, one workweek is
conprised of five 9-hour workdays and one workweek is
conprised of three 9-hour workdays and one 8-hour workday,
with one day off, for a total of 80 hours of work in

9 wor kdays. In every pay period, the “day off” nust be
schedul ed.




2. 4/10 Schedule - Each of the 2 workweeks of a pay period
contain four 10-hour workdays, for a total of 80 hours of
work in 8 workdays. In each workweek, the “day off” nust be
schedul ed.

c. Eligibility - Bargaining Unit Enpl oyees. Mking the decision
on the application of CA5 principles to a specific position or
groups of positions, or within an organi zati onal work unit, is
acconpli shed on a case-by-case basis. There will be sonme cases
where, in the judgnent of the supervisor, it is not in the
interest of the NWs to allow the inplenentation of a C\5
Approval / di sapproval procedures for bargaining unit CWss are
outlined in Articles 20 and 21 of the current |abor agreenent.

Some of the factors considered by NW5 supervisors and managers in
t he decision to approve/ deny a proposed CW\5 are:

i) The costs and benefits of the proposed CW5;

ii) The effect of the CA5 on the performance, productivity,
or output of the work unit;

iii) The ability to cover the expected working hours of the
work unit while working a CA5;, and,

iv) The inpact of the CA5 on organizational activities of
the work unit, such as training, staff neetings, etc.

1.) OWS for Bargaining Unit Enployees Wio Do Not Work On A
Rotating Shift Basis. Unless the functions or requirenents of a
position or organizational unit (as determ ned by the supervisor
in partnership with the applicabl e NWBEO representative) preclude
a work schedul e of |ess than 10 workdays per pay period, all
bargai ning unit enpl oyees who do not work on a rotating shift
basis are eligible to work a 5-4/9 or 4/10 CW5. Article 21,
Section 7 of the nationw de | abor agreenent addresses the basic
procedures for CWss for non-rotating shift unit enpl oyees.

Except when operational requirenents do not allow an enpl oyee to
| eave his/her work area for a neal break, the tour of duty for
non-rotating shift enployees working a CA5 nust include a % hour
unconpensated neal break in addition to the appropriate nunber of
hours of work schedul ed.

2.) OWS for Bargaining Unit Enployees Wio Wrk On A Rotating
Shift Basis. Due to the difficulties of integrating a CA5 in
wor k operations with rotating shifts covering 24 hours per day,
7 days per week, all CWSs proposed for rotating shift bargaining
unit enpl oyees nmust be approved by the Assistant Adm nistrator
(AA) for Weat her Services or designee (WM3) prior to tria
i npl enentation. Article 20, Section 11 of the nationw de | abor
agreenent (1/11/95) addresses the basic procedures for CWss for
rotating shift enployees. Variations of the 2 primary CA\5 nodel s
have been approved on a case-by-case basis for unit enpl oyees
wor king on a rotating shift basis.




d. Eligibility - Managenent (Non-Bargaining Unit) Enployees.
Effective May 9, 1999, CWss will be avail able for NWs managenent
staff (SES, supervisors, nmanagers, and team | eaders) for a
6-month trial period. Due to the responsibilities of managenent
staff, only the 5-4/9 CW5 nodel is available for nanagenent

enpl oyees approved to work a trial CW5 by the Ofice or Region
Director.

The decision on the application of the CA5 principles to
managenent positions is acconplished on a case-by-case basis.

If, in the judgnent of the Ofice/Region Director, it is not in
the interest of the N\W6 to allow the inplenmentation of a CAS5 for
a particul ar managenent enpl oyee(s), a trial CA5 will not
established. One potential reason for denial of a CA5 for
managenent staff would be if office activities or operations
cannot be adequately covered using a C\5

After the 6-nonth trial period, the effectiveness of CAS for

managenent enpl oyees will be evaluated by the AA in consultation
with Ofice and Regional Directors. Based on that evaluation,
the AA wll decide: CWss for managenent enpl oyees nay be

aut hori zed permanently; an additional trial/evaluation period may
be authorized; or, the CASs may be term nat ed.

e. Duration. CWss for managenent and bargai ning unit enpl oyees
must cover 80 work hours in less than 10 wor kdays each per pay
period. Al CWs approved initially are considered as “tri al
CWss” inplenented for a 6-nmonth trial period.

Trial CWss for bargaining unit enployees nust be eval uated after
a 6-nonth trial period based on the factors found in Il.c.i
through I'l.c.iv above and the procedures found in Articles 20 and
21 of the negotiated | abor agreenent. Based on the evaluation, a
decision to nake the CA5 a permanent schedul e or to discontinue
the CAS5 based on the negative inpact of the COA5 on the work
unit(s) invol ved nust be nade.

Trial CWss approved for managenent enpl oyees may be term nated by
the Ofice/Region Director at any time during the trial period if
there is a negative inpact on the activities of the unit

i nvol ved.

f. Overtinme. Wth a C\A\5, overtinme work is any work required and
approved in advance by the supervisor in excess of the schedul ed
hours of work for each schedul ed work day and/or 80 hours of work
scheduled in the pay period. For exanple, in a 5-4/9 C\5
overtime work is work in excess of 9 hours of work on the

wor kdays schedul ed 9 hours, or in excess of 8 hours of work on

t he day schedul ed for 8 hours of work.




Because of the nature of a OA5, the requirenents for overtine
eligibility contained in the FLSA (in excess of 8 hours of work
per wor kday, and/or 40 hours of work per workweek) do not
necessarily apply to overtine worked with a CW5. However, al
overtime worked with a CA5 will be conpensated at the rate of pay
commensurate with the grade and FLSA status determ nati on nade
about the position. Overtinme work may al so be conpensated by use
of conpensatory timne.

g. Cedit Hours. Credit hours do not apply to enpl oyees worKking
a O\ Al OM work hours are fixed and hours worked i n excess
of the schedul ed hours of work are consi dered overtine hours.

APPROVED:

lrwn T. David Dat e
NWS Chi ef Financial Oficer/
Chief Administrative Oficer




